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Tips for using this guide

The table of contents above is hyperlinked to make it easy for you to navigate in this document. Click a
section title to move directly to that location.

This guide covers the two possible registration scenarios: activating an account that has been migrated
to VSS and registering a new account in VSS. These scenarios are color-coded. Check the colors at the
side of the step-by-step table to make sure you are following the right one.

All additional documents noted in this guide are italicized. The documents are hyperlinked; however, if
you are viewing a printed copy of this guide, you can access VSS documents from the How to Use VSS or
Help links on the VSS home page. Once you open the VSS help, click the Training and Reference Guides
topic for a list of documents.
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BEFORE YOU BEGIN

STAARS Vendor Self Service (VSS) allows you, as a vendor, to manage your own account information,
track payments, access bids and proposals, and perform other financial transactions from one location.

This guide provides help for the steps to set up your company (or individual) VSS account. Depending on
your status as a vendor to the State of Alabama, you will either have to (1) activate an existing account
OR (2) register for a new account. This guide will help you determine which steps you need to follow.

PLEASE ALLOW 30-40 MINUTES TO COMPLETE YOUR ACCOUNT SETUP. You may save your entries and
resume later, as long as you save your username and password to log in again later.

Before you begin, have the following information on hand:
[ Legal (1099) information for each company location (the first one entered will be the Headquarters)
[J  Tax ID Number (this is your SSN if you register as an individual)
[J  Legal Business Name
[J Contact Information (name, address, email, phone and fax) for the following:

e  Account Administrator
e Ordering
e Payment

[l If you want notifications of solicitations, list your products and services. For a list of available codes,
see Products and Services Commodity Codes and Professional Services Products and Services Codes.

Legal Name, Legal (1099) Address, 1099 TIN Supporting Documentation

If you register for a new account or update Legal Name, Legal (1099) Address, or 1099 TIN information on an
existing account, you will be required to submit one of the following supporting documents:

[l  Letter on your company letterhead showing Legal Name, 1099 TIN, and Legal (1099) Address
OR
[J Documentation confirming Legal Name, 1099 TIN, and Legal (1099) Address such as IRS Form 147c

EFT Supporting Documentation

To sign up for electronic funds transfer (EFT), you need the name of your banking institution, its ABA (routing)
number, and your account number. You are also required to submit one of the following documents:

[]  Avoided check for the bank account with your organization’s name pre-printed on it.
OR

[J Aletter (on letterhead) from your financial institution verifying the bank account ownership. The
letter must include the vendor name, account number, and bank routing (ABA) number.

OR

[J  An account statement for the bank account indicated on the application.
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SEARCH FOR AN ACCOUNT

Whether you are activating an existing account or registering a new account, you must first search for
your Taxpayer ID Number in the database.

1. Click the |

ink below, or copy and paste it into your browser:

https://procurement.staars.alabama.gov.

2. Click Regi

ster on the left-hand side of the screen.

RURCHA

Login

Password Reset

Click the Register
button to register a
new or existing

I

STAAR

T
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Welcome to Alabama's Vendor Self Service

The STAARS Viandor Self Senice allows you, as a payeehendor, to manage your own account information, view your financial transactions and much more. Click on the Register button to begin fling out an electronic

application to become a payeelvendor. Please disable your pop-up blocker in order to access all parts of the site

Announcements Contacts

View All Announcements Click on link below to view the list of department contacts

Department Contacts

Forms

Click on a form below to either save it to your deskiop or open itin Adobe.

o
ll S Registration Quick Start Guide

Access forms

Register ] e—

Public Access

Help  Centact Us

Privacy Report

3. Read the Memorandum of Agreement. This information, from the State of Alabama Division of
Purchasing, contains key information about subscriptions and subscription fees. Once you have

read the MOA, click Accept Terms to continue. (If you click Reject Terms, the registration process

is terminated.)

PLRCHAS

STAARS
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Welcome, llew

Memorandum of Agreement

You must accept the terms of this Memorandum of Agreementin order to register as a vendor with VSS. If you choose not to acceptthese terms you will be returned to the HomePage for
Guests.

At the time of registration vendors wishing to receive bid notifications and respond to bids issued by the Division of Purchasing must pay a biennial subscription fee. Bids will not be
accepted from nor will bid awards be made to vendors who do not have an active subscription. A vendor must maintain an active subscription throughout the term of an awarded
contract, to include renewal periods. By accepting the terms of this of Agreement you ‘you have been nofified of the subscription requirement.

By supmitting this electronic vendor registration, you certfy and warrantthat you are duly authorized, by the Vendor to: (1) register the Vendor; i) file, on behalf of the Vendor, all ofthe
information requested in this registration process; and (i) enter into this Agreement on behalf of the Vendar. By submitiing this electronic vendor registration, you hereby agree on behalf
of the Vendor andforthe benefit of each agency and public body that

1. The Vendor shall use VSS vendor registration update functionality to update the Vendor's registration information whenever necessary to ensure that the registration information
remains accurate and complete at all imes.

2 The Vendor hereby warrants that the information provided by the Vendor through the VSS registration and VSS registration update functionality shall at all times be accurate, complete
and current. The Vendor further warrants that each agency and public body shall be entifled at all imes to rely conclusively on the currency, accuracy and completenesss of the information
the Vendar has pravided through the VSS regisiration and VS registration update functionality as of that date even if ifferentinformation is or has been available to or received by agency
or public body persannel through means ofher than the VSS registration and registration update functionality.

This Agreement shall remain in effect for as long as the Vendor is registered as a V35 vendor. All rights are reserved to cancel the Vendors registration at any time. In the eventthe
Vendors registration is cancelled, the Vendor shall ramain bound to this Agreementin regard to completion of any contract, purchase order or other electronic procurement transaction
that was made or administered in whole or i part using VSS

Privacy Report | Contact Us

I Accept Terms Reject Terms | I

VSS Account Activation/Registration Step-by-Step Guide
© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission.
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4, The next page displays registration tips. Ensure that you have gathered together the items
specified on page 1 of this guide. When you have them available, click Next to continue.

STA ARS —\] alabama.qov Division of Purchasing Comptroller's Office Pay Subscription Fee
AT

Privacy Report | ContactUs

Registration Tips

ok M

Already registered? Click here fo login. Otherwise, click Next to continue

Welcome, New

Assemble the following information before continuing

+ Information on each location (first location entered will be considered the Headquarters)
+ Tax ID Number
+ Legal Business name
+ Contact Information (name, address, email, phone and fax)
= Account Administrator (person responsible for your account)
= Ordering
= Payment
+ Descriptions of your products and services (for example, commodity codes)

5. Use either the Company Search or Individual Search section to find a matching account:
e Use Company Search fields using your Taxpayer ID Number (TIN) OR Legal Business Name.

e Use the Individual Search fields to search using your Last Name AND the last four digits of your
Social Security Number (SSN).

STAARS _\.l gov  Division of Purchasi Comptroller's Office
s

Pay Subscription Fee

Search for an Existing Account

To activate your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code i
as a company or individual based on the information you previously provided. Please select one of the search options below to determine if you already have a ven
o h

Welcome, New = Company Search

To see if you have a vendor code and have an Employer Identification Number (EIN) on file. first search by TIN:

Taxpayer Identification Number OR  Legal Business Name
Search

OR
e Search

To see if you have a vendor cade and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security Number.

Last Name AND  Last 4 digits of SSN
Search

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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If a “Results Found” message is displayed, continue to the green-shaded Activate an Existing Account
steps, starting on page 5.

If your search did not yield a match, you will see a “No results have been found” message with a
New Registration button:

No results have been found for your account. Please perform further research or select the New Naw Angletration
Registration button to create a new account.

Continue to the orange-shaded Register for a New VSS Account steps, starting on page 12.

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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ACTIVATE AN EXISTING ACCOUNT

Steps to Activate an Existing Account

.| Click the Click here to activate your account link.

The following exists fer the informatien you entered:
Vendor Number Legal Business Name Alias/DBA Name Activated?
VC000002099 Bamney Fyffe Investigations LLC No Click here to activate your account
Has your account been found and listed above?
Yes, but it is already registered ——— ¥ Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, but it is not yet registered —— Click the "Click here to activate your account” link to begin the process for activating your account.
Yes, but not my business location —————» Click the "Add Business Location” link to add your business location.

If your account has already been activated, you will see links to Contact Administrator (to find the person who
activated the account) and Add Business Location (for adding new locations to an existing account).

», | On the Account Verification page, enter your Taxpayer ID Number as the Vendor Verification Password. For a
company, it is your Employer ID Number; for an individual, it is your Social Security Number. You will also set up
Security Questions and Answers; answers are case-sensitive.

Click Submit.
Privacy Report. |
Account Verification. [ConcelRegistraion | Back | et
Please verify that you are part of this organization by entering the TIN number of your Headquarters and hitting submit. If you are unsure of the TIN number, please contact the Account Administrator for your Headquarters.
Vendor Verification Password :[ \ Submit I Return to Vendor Name Search
Tax ID Numbers must be 9 digits, 3
10 0ashes j
—
Headquarters :

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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Steps to Activate an Existing Account

=/ | Onthe My User Information page, complete the fields that apply to you.

e Required fields (where you must enter information) are identified by a red asterisk.
e  Write down your User ID. You will need it to continue with account activation.

e Use avalid email address. The State of Alabama uses email to communicate with vendors.

e Passwords must be at least 8 characters long and include at least 1 capital letter and at least 1 number.
You must remember your password to complete registration.

After you have entered your user information, click Next.

Privacy Report | Contact

My User Information concnegitation || sack || nea |

Create your user ID here. You will be assigned the role of Primary Account Administrator. Please see the Frequently Asked Questions for additional details about the
Primary Account Administrator role.

Welcome, New

v General Information
Ol user information

[l verity and Submit [User 1D (case sensitiee)
Reaisraton {User D should be between 2 and 16 characters in length )
‘FistName:
‘Lastame:
Email:
‘ReenterEmail:
*Phone : Ext:
KK
Fax
200X001000X

I | On the Verify & Submit Registration page, click Submit Registration.

pavr im0

You have 4 messages

1. Information : User access privileges have been changed 1o Account Administrator. (AS439)

2: Information : User Optional access privileges is updated with Tax inquiry vendor role

3. Information : User Optional access privileges is updated with Creale Invoice User role

4: Information : User Optional access privileges i updated with Creale Solicitation Response User role

View All Details I
7 i i 7 Cancel Registration | Back
Verify & Submit Registration Baa]
Click the "Submit Registration’ bution to complete your registration. You may review your registrafion prior to submitfing it by clicking on the ‘Back’ button or navigating through the registration pages on the left

menu.

Submit Registration I

Aaditional Resources & Information:

Cancel Registration IB::RI

=1 | The message indicates that the registration process is complete. Close the VSS page.

Thank You!

C i you have the regi process. You may now login to V5S using the User Name and Password you just meated.

Continue to the next section to review and verify your account information.

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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Steps to Activate an Existing Account

51| Navigate back to the VSS home page (https://procurement.staars.alabama.gov) and log in using the user ID and
password you just created.

STAARS )‘;% alabama.gov  Division of Purchasing ~ Comptroller's Office ~ Pay Subscription Fee
Welcome to Alabama's Vendor Self Service Help
Priva

The State of Alabama Accounting and Resource System (STAARS) Vendor Self Service (VSS) Portal allows vendors to manage their account information, view
their financial fransactions, become a subscribed vendor to participate in bid opportunities, and much more. Click the "Register” button to complete the electronic
application to become a registered vendor.  (Please disable your pop-up blacker in order to access all features of the site )

Note: Bids are accepted only from subscribed vendors. If you would like to become a subscribed vendor or renew your subscription, click the "Pay Subscription
Fee" link located at the top of the page.

User ID
] Announcements Contacts
Password 03/14/2016 Click on link below to view the list of department contacts.
l:l PASSWORD REQUIREMENT CHANGES
Effective immediately, all vendor passwords will require a minimum of 8
characters. Passwords shall use a combination of upper and lowercase Department Contacts

characters and number(s). Passwords older than 60 days will expire and
Password Reset

AR~ Ny, Ty R e e B

require you to enter a new password that meets these requirements. If you Forms

have any guestions regarding your account access, please email STAARS

Support at staars support@finance.alabama gov

X Click on a form below to either save it to your desktop or open it in Adobe
Click the Register
button to register a View All Announcements
new or existing
account. m
'S8 Vendor Activation Guide (Video!

““'ESPT_J‘“‘W_) w’\w\'ﬂ\“mm Lﬁ.‘w‘*'ﬂw"w#‘

7 The Account Information, Summary tab contains Announcements, Primary Account Administrator, EFT
information, and more. Use the vertical scroll bar on the right to move through the page.

Summary

Account Summary A

This page displays a summary of your account information. If you have any questions please contact your Primary Account Administrator or submit a question using the
“Help" link at the top of this page

v Announcements
Type Date Message

+ Primary Account Administrator

Primary Account Administrator : Bamey Fyffe Email : BF@bbf.com
Phone : 999-123-4567 Ext:

w Account Information
Vendor Code : VC000002099 Vendor Status : Active
Legal Business Name Eigey Fyfle Investigations 1099 Reportable : Yes
© EFT Information

EFT Information may be entered at an account level or at the payment address level. If the Address Level field displays a value of ‘At least one address has address-specific EFT
Information’, navigate o the Addresses page to view the EFT Status for each address.

Account Level EFT Status : N/A
Address Level EFT Information Available : No

~ Prevent New Spending
Prevent New Spending may be applied atthe account level. This section indicates if new spending is allowed atthe account level

Account Level: No

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission. 7
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Steps to Activate an Existing Account

i | Click the Business Info tab. This tab includes a summary of the business information on your VSS account. Review
this and make sure it is accurate.

summary Business Info

My Business Information

e Your Legal (1099) Address must be a physical address.
e If you update EFT Information, see Vendor Supporting Documentation Requirements.

e If you update Legal Name, Legal (1099) Address, or 1099 TIN information, you must submit required
documentation and a signed Form W-9. Use the Download Substitute W-9 Certification Form link to
generate a Form W-9 for your account.

Click Update if you need to make any changes; make the appropriate updates, and click Save.

Update View Pending Changes | Pending 1099 Additions || Change T | | Add Business Location | Pending Changes : [ ]

B Download Substitute W-8 Certification Form

v Headquarters Information

Headquarters Legal Name : Bamey Fyffe Investigations LLC Franchise Account : No
Headquarters Account Code : VC000002099 Headgquarters Web Address :
1099 Status : Yes Catalog DUNS :
Taxpayer ID Number : 999119999 Catalog Extended DUNS :

Taxpayer ID Number Type : EIN

~ Organization Information

Organization Type : Company Foreign Tax ID:
Classification : LLC filing as Corp National Provider ID :
Location Name : CAGE Code
Location Web Address : WJ!DFﬁ::
Humber of Em, :H :
Annualll’me; Extended DUNS :
Internet Catalog :

Preferred Ordering Method :
Pcard Acceptance Level:

v Legal Name Information

9 EFT information is required if you want payment by electronic funds transfer. You must know your bank’s ABA
Number (a 9-digit identifier for US financial institutions) and your account number to complete this step. You can
find both numbers on a check (see sample).

Ao Comsrnie 1234
Anyplace, NJ 07000 £OCO0O000000
PAY TO THE VQ
ORDER OF gg s ]
6? DOLLARS
ANYTOWN BANK
Anytovm, MD 20000
For
| NA23LSETBAE O00M23LSE7ANE 423L
Routing Number Account Number Check Number
L23LSETAS O0O00L23LSETAS li‘il-J
VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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The State of Alabama encourages vendors to set up their accounts for EFT payment.

[Optional for EFT] In the EFT Information section, type in the ABA Number, Account Number, and Routing ID
Number (same as the ABA Number); select the Account Type.

[J  Many banks have multiple ABA Numbers. You must know the correct ABA Number for your account; don’t
rely on the lookup table at the Find button to know your correct number.

[ If you select Email - Embedded HTML, you must have a valid email address on the Payment Address
contact. Otherwise, you will receive an error when your registration is submitted.

< EFT Information
ABA Number : 314074269 m Account Number : J0000000
Usaa Federal Savings Bank \ —PRouting ID Number : 314074269|
Account Type : Checking ~ Remittance Advice Transmission Mode : Email - Embedded HTML ~
\\Vilé

Click the Addresses & Contacts tab. This tab includes a list of addresses and contacts for your VSS account. These
addresses are used for Payment, Ordering, and Billing. Review the list to make sure it is accurate.

Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You ean add new addresses and contacts by clicking the Assign/Create Addresses & Contsets’ buttan. You €an view your requests
that are pending approval by seleating the View Pending Addiions’ buion

To modify the type of address select the View/Updste' ink under the Existing Address & Contact Assignments section next to the record you wish to update. To modify actual addresses and contacts use the
ViewiUpdats’ link next to the appropriste record under the Update Addresses and Update Contacts sections.

Existing Address & Contact Assignments

Address ID Acddress Type Acddress Principal Contact EFT Status Prevent New Processing Active From Active Te Pending Changes

ADOD13 Payment Strand, London, DC, 20001 Richard D'Oyly Carte No 05/13/2016 D View/Update View Pending Changes

ADDD13 Ordering Strand, London, DC, 20001 Richard D'Oyly Carte No 05M32016 D View/Jpdate View Pending Changes

ADDD13 Web Registrar Strand, London, DC, 20001 Richard D'Oyly Carte MNo 051372016 O View/Update View Pending Changes
| I I I Assign/Create Addresses & Contacts | View Pending Additions I

Use the Assign/Create Addresses & Contacts button to enter new addresses or copy them for Billing, Ordering, or
Payment purposes.

If you need to update a current address, use the View/Update link to the right of the address in the Update
Addresses section. Be sure the address ID you want to update corresponds to the address ID in the existing Address
and Contact Assignments fields.

e If you have moved to a different address, expire the old address with an Active To date and add the new
address. If you just need to make a minor correction to an address, update the existing address. (Keeping
old addresses in place in case STAARS has to locate a payment or order sent to an old address.)

e Contact information is required for each address, including Principal Contact Name, Phone Number, and
Email Address.

e Set the Correspondence Type to Email.

e The View Pending Additions link shows any changes you have requested that have not yet been approved
by the State. Therefore, it is advisable to make all known changes at one time.

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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Steps to Activate an Existing Account

12| Click the Users tab to see all users associated with your account. Review the list for to make sure it is accurate. Use
the Add button to add a new User to the account.

To modify or view an existing user, use the View/Modify link displayed next to each user’s information.

=™ Account Users

Listed in the grid are all the users for your VSS account. You may add account users by selecting the ‘Add” button. You may view or modify existing users by selecting the
“View/Modify’ link next to the corresponding record. You may delete users by selecting the ‘Delete’ link next to the corresponding record

User 1D FirstName LastName Access Level Account Staty
BameyFyffe Bamey Fyfte Account Administrator  Active Viewllogty Delete
m." :‘:;.‘I ‘-A.,!I l,,..:l

_haa]

121 | Click the Commodities tab. This tab shows all commodities listed for this account.
Notes:

e In order to receive email notifications about any bids posted, you must be a paid subscribed vendor and be
registered for specific commodity codes. Use this page to browse the commodity codes to add them to
your account.

e You will not receive notification of bids unless the commodity codes on the bid are associated with your
account and your Ordering Address Contact has an email address.

e The State of Alabama uses NIGP commodity codes. See the Products and Services Commodity Codes and
Professional Services Commodity Codes for help finding Commodity Codes to register.

Click the Add button to add commodities. Use the asterisk (*) as a wildcard to help you search for codes.

.| Click the Business Types tab to see business types associated with your VSS account. Select (check) the check boxes
for business types that apply to your account and click OK.

Choose

Seled one or more Business Typesto assaciate to your orgarization by clicking the checkbox next to the commoditiesyou want to add. To search for a specific Business
Type, enter avalid businesstype in Busness Type search field and clickthe *Browse” link Once your Budnesstype(s have been selected, dickthe "OK button to add the
selected recordsto the Busness TypesEnterUpdate page where additional information can be entered for the selected businesstypes. Clickthe "Cancel” button to cancel
Welcome, Mr Sample1 o changesand retum to the BusnessTypespage

Browse Clear

- E—

Business Type
Consulting

Construction

Dealer

In-State

Jobber

Manufacturer

Mnority Ow ned

Nor-Frofit

Mon State Government Agencies

googogogdogo

Retailer
Firg Prev Next Last

@ Cancel

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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Steps to Activate an Existing Account

1|1 | Review your account information and confirm its accuracy. You have now completed activation, but you must still
submit supporting documentation to the Office of the State Comptroller to be approved.

To be approved as an active vendor:

[J Download the W-9 certification form using the Download Substitute W-9 Certification Form link on the
Business Info page. Print the form, complete and sign it, and scan it to electronic format.

[J If you added or changed Legal Name, Legal (1099) Address or 1099 TIN information, obtain the
supporting documentation needed. See the Legal Name, Legal Address, 1099 TIN Supporting
Documentation box on page 1.

To be approved for added or changed EFT information:

[J  Submit the EFT Supporting Documentation from the box on page 1.

To be approved as a foreign vendor:

[J Download Form W-8BEN from the VSS home page under Forms. Print the form, complete and sign it, and
scan it to electronic format.

E-mail the supporting documentation as follows:

TO: vendors@comptroller.alabama.gov

SUBJECT: Activate vendor account — [add your Vendor Code from the Account Summary]

Attach [all required documentation as described above]

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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file:///C:/Users/leighann.fletcher/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/QYUMF8Z7/vendors@comptroller.alabama.gov

STAARS j
pil

VSS Account Activation/Registration Step-by-Step Guide

REGISTER FOR A NEW ACCOUNT

Steps to Register for a New Account

1 From the “No results found” message, click the New Registration button.

Mo results have been found for your account. Please perform further research or select the New
Registration button to create a new account.

Hew Raglstration

7, | The first form is My User Information. Required fields have a red asterisk (*)

e  You must provide a current and valid e-mail address so you can confirm
registration changes and receive notifications of awards and business

opportunities.

e Write down the user ID you create! You’ll need it again soon.

e  Security Answers are case-sensitive.

After you have entered user information, select Next.

Welcome, New

O user Information

[ Werify and Submit
Registration

Privacy Report | Contact Us

My User Information

Gancel Regleiration

B.lok| Nqﬂ|

Create your user [0 here. You will be assigned the role of Primary Account Administrator. Please === the

Frequently Acked Questions for additional details about the Primary Account Administrator role.

w General Information

*User ID (case sensitive] - | |

(User ID should be betwesn 8 and 18 characters in length )

*First Name - | |

*Last Name - | |

*Email - | |

*Re-enter Email - | |

FX-XHE-N XN,

= Password

*Password (case sensitive) : | | (F=asswards shou

*Re-enter Password : | |

*Security Question : | L

*Security Answer (case sensitive): | |

*Re-enter Security Answer : | |

* Indicates a required field

be between 8 and 18 characters in length )

Ganoal Reglctration

Back

Nu:t|

VSS Account Activation/Registration Step-by-Step Guide
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Steps to Register for a New Account

The Verify Email Address message explains that STAARS will send a verification email test message to your email
account. Click Next to trigger the verification email.

Privacy Repert | Contact Us

Verify Email Address

To confinue your W33 registration, we must verify wour email address. When you receive the email
we s=nd you, follow the link provided or copy the link into your browssr.

Welcome, New

Make surs your own security setting will not block the receipt of thiz email. To prevent the email from
[eing blocked, add the following address to your email contacts : staars-NPD-

moreplyi@finance.alzabama.gov
B User Information

DV@I’H}‘ and Submit An email will be sent to the following address : sample.user@finance. alabama gov
Reqistrati

Canoal Regisiratian

- =]

4 Click Close Browser to close the browser window.

Thank You!

A verification email was sent to you.

1. Open the email
2_ Click the link provided in the email

Cannot click the link in the email?

1. Copy the link from the email
2. Paste it into your browser

Have not received a Verification Email?

1. Login to V8S as an Activated User using your User ID and Password
2_ Correct your email address and click Next
3. Click Next again to verify your email address

VSS Account Activation/Registration Step-by-Step Guide

Last revised: 5/14/16
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=1 | Check your email for a message like the one below. Click the link in the email, or copy and paste it into your
browser.

Note: This link can only be used once to verify your e-mail. After certifying your email, use the
https://procurement.staars.alabama.gov link to log in to your account.

From: <staars-NPD-noreply@finance.alabama.gov=

Date: Wed, Apr 13, 2016 at 10:43 AM

Subject: ADVMAIL: VERIFY YOUR STAARS VENDOR SELF SERVICE (VSS) EMAIL ADDRESS
To: john.doe@GMAILLOM

John Doe:

By clicking the link below, you are verifying the email address that you have created for your STAARS Vendor Self Service
(VSS) user information. This email address will be used as a primary method of correspondence.

If you cannot click on the link below, you may copy and paste it into your browser.

hitps.//procurement.staars.alabama.goviwebapp/PRDVSS 1 X1/AltSelfService?Email Token=08133309689631447800

5| Verification happens quickly and transparently. You will then be asked to log in to VSS.

ETAARS ‘}gﬁ’ alabama.gov Division of Purchasing Comptroller 's Office Pay Subscription Fee

Login

To continue registration, enter your User 1D and Password.

Userl[l| |

Password | |

Login I

7/ | Oncein VSS, you are directed automatically to a series of five account information screens. The screen names are
listed on the left hand side of the browser.

You will work through each of these sections to
complete registration.

If you need to exit before completing your registration, be
sure to click Save and Close.

Welcome, STAARS

[ new Account Info.
[ My Business Info.
[ addresses & Contacts

[] Additional Business
Information

[ Registration Summary

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission. 14
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Section: New Account Info

11 | The first section is New Account Info. Make sure to use the correct TIN Type.

e Use SSN if you are registering as an Individual or Sole Proprietor paying taxes under your SSN.

e Use EIN if you are registering for a company or one of the other business classifications.

e If you are a Foreign vendor without a TIN, select I do not have any of the above forms of Taxpayer
Identification and select Foreign Business Entity under Classification.

Select the appropriate Classification for your business; it must correspond with the TIN Type you selected. Use the
vertical scroll bar on the right to see more classifications.

Add Business Location - New Account save and Close | Cancel Registration | tlext |
Registration

Please chaose one of the following options to describe how you plan on doing business and select the Next button to continue.

= TIN Type

©) il use a Social Security Number (SSN), Individual Taxpayer Identification Number (ITIN), or Adoptive Identification Number (ATIN).

Please select one of the following - SSN () IMN () ATIN (7))

) 1vill use my entity's Employer Identification Number EIN).

() Ido not have any of the above forms of Taxpayer identification.

AND

= Classification

I plan to do business using the following classifications. Please select only one.

Select  Classification

# Individual
Sole Propristor
Partnership
Corporation

® Monresident Alien
Trust
Foreign Business Entity

State Government

Once you have entered this information, click Next to move to the next section.

9 If your TIN Type does not match the Classification—for example, you select SSN and Corporation—you will see an
error message saying that the TIN Type is not valid for the Classification.

You have 1 messages
1: Error : The TIN Type, Organization Type and Classification combination selected is not valid on the Valid Vendor Crganization and 1099 Reporting Classification table. (A3938)
View All Details | Submit Question |

Correct the selection and click Next to move to the next section.

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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Section: My Business Info

111 | The next section is My Business Info. First, complete the information in the Location Verification and Organization
Information sections. (Required fields are marked with a red asterisk.)

In the Location Verification section, click the arrow to the right of the Verify My Locations by field to display a
drop-down list.

e If you are a vendor in the United States, select Use My TIN Number.

e If you are a foreign vendor, select Create My Own. This selection will require you to update the Vendor
Verification Based On (type a reminder word or phrase for your password), Vendor Verification Password,
and Confirm Verification Password fields.

Step 2: My Business Information save and Close | Cancel Registration | Backl Next

Please enter the general information below. Fields with a red asterisk (*) indicate required fields. Some of the fields are populated with data gathered from the questions you previously answered. Please
review allinfom ation carefully before proceeding. You must select the Save and Close prior to exiting. If you donot, youwill have to re-enter all data again.

Welcome, Mr Sample1 o Location Verification
This section wil be used to estabiish averfication code that other locations within your company will be required to use w hen registering a new location for your company.
¥ Hew Account nfo.

[IMy Business Info. *Verify My Locations by Z

The below fields are required only if you selected

[ Addresses & Contacts
"Create My Own" aboe.
[ Addifional Business L
Information Vendor Verification Based on :
IR T Vendor Verification Password :

Confirm Verification Password :

11| Next, enter Legal Name Information, 1099 TIN Information, and Legal (1099) Address Information. The Legal
(1099) Address must be a physical address. The next steps explain EFT Information in greater detail.

A
v Legal Name Information
‘Legalameonws: | Businessame(asoBA): | Mameoncheck:| V]
VWelcome, Mr Sample 1
7 New Account Info. = 1099 TIN Information
[ my Business Info. Create Taxpayer ID Number : Taxpayer ID Number :|:|
Ll Addresses & Contacts Re-enter Taxpayer ID Number ; Taxpayer ID Number Type : EIN
[ additional Business 1099 Reportable : Yes.
Information
[ Registration Summary
w Legal (1099) Address Information
e —
ol
oo |
v EFT Information
L — R —
i Advice i v
VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
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>,| EFT information is required if you want payment by electronic funds transfer. You must know your bank’s ABA
Number (a 9-digit identifier for US financial institutions) and your account number to complete this step. You can
find both numbers on a check (see sample).

A Somaten 1234
Anyplace, NJ 07000 0ODODODODO00
PAY TO THE \’e
ORDER OF ﬂs s 1]

gvb DOLLARS
ANYTOWN BANK
Anytown, MD 20000
For
| KA23LSETASNE 000 23LSE7ES) 423k
Routing Number Account Number Check Number
423L5E78%9) 000423LSE789 a2iL I

21| Inthe EFT Information section, type in the ABA Number, Account Number, and Routing ID Number (same as the
ABA Number); select the Account Type.

[J  Many banks have multiple ABA Numbers. You must know the correct ABA Number for your account; don’t
rely on the lookup table at the Find button to know your correct number.

[ If you select Email — Embedded HTML, you must provide a valid email address on the Payment Address
contact. Otherwise, you will receive an error when your registration is submitted.

w EFT Information

ABA Number : 314074269 Account Number : X0O000CK
Usaa Federal Savings Bank k ——'qouﬁ"g ID Humber : 314074269|
Account Type : Checking ~ Remittance Advice Transmission Mode : Email - Embedded HTML ~
N\,
VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16

© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission. 17



STAARS ‘\T%’ . . . . .
> VSS Account Activation/Registration Step-by-Step Guide

Steps to Register for a New Account

Section: Addresses & Contacts

1. | The third section is Addresses & Contacts. This section allows you to specify that you want your Legal Address to be
used for Administrative, Ordering, Payment, and/or Billing addresses. You can change one, all, or none of them
from the Legal Address to a new address, depending upon your organization’s needs.

Add Business Location - Address
Information Questionnaire

Please enter the following information about your Administrative, Ordering, Payment, and Billing addresses.

~w Legal Address Information

Address : 89 Taylor Farm Road
City - Hope Hull
State : AL

Zip/Postal Code - 36043

—% Address Questions

Should your legal address listed above be used for any other type of address (Administrative, Ordering, Payment or Billing)? :

Is your address information the same for Administrative, Ordering, Payment, and Billing addresses? :

Do you have the same contact for all address types (Administrative, Ordering, Payment, or Billing)? :

1127 | Whether you select Yes or No for the Address Questions, you will still be required to provide the Phone and Contact
information that was not already entered for the Legal (1099) Address.

[J If you select Yes for the Address Questions, the Phone and Contact information will be copied to
Administrative, Ordering, and Payment Addresses. You will be prompted with the option to create a Billing
Address, which is the Invoice Address for Customers that make payments to the State.

[J If you select No for any of the Address Questions, you will have options to copy one address (e.g.,
Administrative) to another (e.g., Ordering).

=

Privacy Report | ContactUs

Step 3: Billing Address and Contact

Enter all the required fields below related to your Billing address. Please note that your Billing add inf tion is opti land not requi in|
to use the address information you entered on the previous page please use the copy functi lity below by selecting the button of the address y|
still may be modified.

Welcome, Richard
[#] Billing *Entering a Billing Address is optional. Flease uncheck this box prior to clicking "Next’ if you would prefer to enter a Billing Address at a later time
B New Account Info.

Copy Address and Contact From: Admini
B My Business Info. Py o
[ Addresses & Contacts O orgering
[ Additional Business O Payment
R w Address Information
m} Registration Summary
S E—

Strest Addrece B () Bor Comnany Nams ate

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission. 18



STAARS ‘\T%’ . . . . .
> VSS Account Activation/Registration Step-by-Step Guide

Steps to Register for a New Account

Section: Additional Business Information

11| The next section is Additional Business Information, where you register for commodity notifications. STAARS
notifies vendors by email about any bids using their registered commodities. You can add or remove commodities
as your business changes.

Click Add to register commodities; click OK to continue.

Privacy Report | ContactUs

Step 4: Additional Business Information

Commeodities

Welcome, Richard Select the commadity codesl/classes that describe goods and sarvices that your organization provides. Click the "Add™ button to identify the sppropriste

cor dities for your org; . This i is optional.

B Mew Account info.
] My Business Info. Add

B Addresses & Contacts

[ Additional Business Commeodity/Service Code Commoedity Description
Information

O Registration Summary

17/ | Searching for Commodities requires some understanding of the Commodity Code. The first 3 digits of a code
describe a Class of goods or services, while the full 5-digit code provides a more detailed description. If you search
with *00 in the Commodity/Service Code field and a keyword (with wildcards before and after) in the Commodity
Description, you can limit your results to the higher-level Class in order to find specific items in that class.

Choose

Select one or more commadity codes or classes that describes the goods and services that your organization provides by clicking the checkbosx next to the commeodities you want to add. To search for a
specific commodity code, class, or, description, enter 2 valid value in the Commodity/Service code or Commeodity Description search field and click the "Browse” link. Once your selection is made, click the
"0k’ button to add the selected dities to your organization.Click the "Cancel” button to cancel your changes and return to the Commaodities page.

Browse Clear

Commedity Description - |*COMPUTER" |

Commodity Description Commodity/Service Code
COMPUTER ACCESSORIES AND SUPPLIES, ENVIRONMEMNTALLY CERTIFIED 20300

COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS 20400
COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS, ENVIRC 20500
COMPUTER HARDWARE AND PERIPHERALS FOR MINI AMD MAIN FRAME CO 20600
COMPUTER ACCESSORIES AND SUPPLIES 20700
COMPUTER SOFTWARE FOR MICROCOMPUTERS, 5%YSTEMS, INCLUDING CLO 20800
COMPUTER SOFTWARE FOR MINI AND MAINFRAME COMPUTERS (PREPROGR 208900
FORMS, CONTINUOUS: COMPUTER PAPER, FORM LABELS, SNAP-OUT FOR 35500
DATA PROCESSING, COMPUTER, PROGRAMMING, AND SOFTWARE SERVICE 52000

oo OnoogoO

EQUIPMENT MAINTENANCE AMD REPAIR SERVICES FOR COMPUTERS, OFF 93900

First Prew Mext Last
OK | Cancel |

VSS Account Activation/Registration Step-by-Step Guide Last revised: 5/14/16
© 2016 STAARS — Intended for State of Alabama users only. Please do not copy or distribute without permission. 19



N
STAARS
Pl

VSS Account Activation/Registration Step-by-Step Guide

Steps to Register for a New Account

21| Once you have found a Class that applies to your business, search it using it in the Commodity/Service Code field

19

with a wildcard, such as 206*. Search for Professional Service codes using PRF*.

[J  For more information about commodity codes used in the State of Alabama,

Commodity Codes and Professional Services Products and Services Codes.

see Products and Services

Browse | Clear |

Commedityl Service Code - |[}?1 * |

Commaodity Description : | |

Commodity Description Commodity/Service Code
|:| Buses Complete, School (Conventional Type) (See Classez 556 07115
[[] Buses Complete, School (Small Vehicle Type) 07118
|:| Buses and “ans, Priconer Transport (Incl. Special Components 07117
[[] Electric Personal Assistive Mobility Device (EPAMD) 07120
|:| Motorscooters and Trucksters (Incl. All Terrain Types, Golf 07153
[] Motor Homes (Incl. Bookmobiles, Mobile and Field Offices, et 07155
[] Motorcycles 07156
[] Snowmobiles (See Class 765 for Snow Blowers and Plows) 07176
[[] Specialty Vehicles o777
[[] suv Type \ehicles (Incl. Camyalls) 07180

First | Prev | MNext | Last |

il Cancel |

In the Business Type field, select (check) any check boxes that identify your business;

click OK.

Choose

Select one or mare Business Types to associats to yeur organization by clicking the checkhox next to the commedities you want to add. T search for  specific Business Type, enter a valid
business type in Business Type sarch field and click the “Browse" link. Once your Business type(s) have been selected. click the “OK” bution to add the sekected records to the Business
Types EnteriUpdate page where additional information can be entered for the selected business types. Click the "Cancel” bution to cancel your changes and retum to the Businsss Types
page.

Browse Clear

Business Type
Consulting

Jobber
Manufacturer
Minority Owned
Mon-Profit

Mon State Government Agencies

Ooogooodoogo

Retailer

First Prev Mext Last

OK | Cancel
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Section: Registration Summary

(1| The final section is the Registration Summary. Review your entries; click Update Information to make any changes.
You can print this page.

When you are satisfied with your responses, click Submit.

11| You have now completed registration, but you must still submit supporting documentation for approval. If you
wish, you can download a PDF version of your Vendor Registration Application for your reference.

Thank You!

Congratulstions, you have completed the registration process. You may now login to Vendor Self-Service using the User ID and Password you just
created.

Your Vendor Code is: WS0000D70097
*Please save your Vendor Code for future reference

Password Reset Frint Thic Pags

The fellowing registration forms are available fer you .

I@ Download Substitute W-B Certification Farm

Click the link abowve to print the Substitute W-8 Certification form. Sign the form and mail or fax it to the address or fax number indicated on the
form.

I@ endor Registration Application
A pdf version of your registration apglication is available. You may want to print or save a copy of this document for your reference.

‘You may legin to your W55 sccount to view andfor update your account information. Click here to begin.

To be approved as a vendor:

[J Download Substitute W-9 Certification Form on the “Thank You!” page that shows your Vendor Code. Print
the form, complete and sign it, and scan it to electronic format.

[1 Referto Legal Name, Legal Address, 1099 TIN Supporting Documentation as shown on page 1.

To be approved for EFT payment:

[1  Submit EFT Supporting Documentation as described on page 1.

If you are a foreign vendor:

[1 Download Form W-8BEN, available on the VSS home page under Forms. Print the form, complete and sign
it, and scan it to electronic format.

E-mail the supporting documentation as follows:

TO: vendors@comptroller.alabama.gov

SUBJECT: New vendor account —[add your Vendor Code from the Thank You! screen]

Attach [all required documentation as described above]
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